	JOHN SMITH
	1562 ABC DRIVE

CITY ABC, STATE ABC 12345
 Home (555) 555-5555


John Smith

2.

PROPERTY MANAGEMENT EXECUTIVE
To secure a property management position within a dynamic organization that will provide new challenges and opportunities in real estate development, property management and construction, utilizing the following experience:

· Over 12 years experience in property management
· A proven track record in reducing delinquencies to 1% or less
· Preparation of budgets of up to $18.0 million
· Experienced contract negotiation
EXPERIENCE

Property Manager 
1995 – present       

ABC REALTY
City ABC State XYZ
· Manage thirteen Retail Shopping Centers throughout the northeast coast totaling 3.0 million sq. ft
· Prepare annual budgets totaling $18.0 million for properties, monitor accounts receivables, approve accounts payables, and accounting reports
· Supervise and coordinate six maintenance managers, construction projects (capital improvements and tenant fit-up projects), maintenance and repair items, subcontractors and vendors, and maintenance staffs for contract requirements and the daily operational activities for properties
· Negotiate vendor contracts
· Communicate regularly with tenants, contractors, vendors, and maintenance staffs
· Reduced the accounts receivables for each property to 1% of the total rent roll and the operating expenses by 15% - 20% while maintaining the same quality of customer service at each property
Property Manager
1993 – 1995

XYZ ASSOCIATES, INC.
City XYZ State XYZ
· Managed the following portfolio:

· Ten Office/Flex Buildings (833,250 sq. ft)

· Two Retail Shopping Centers (169,200 sq. ft)

· Three Condominium Associations (147,395 sq. ft)

· Eight Commercial Office Parks (718.29 acres)

· Prepared annual budgets totaling $7.95 million for all properties, year end reconciliations; monitored accounts receivables; approved accounts payables, cash flow analysis, accounting reports for owners, proformas, and legal actions
· Supervised and coordinated construction projects (capital improvements and tenant fit-up), subcontractors, vendors, and maintenance staff for contract requirements and the daily operational activities for properties
· Negotiated tenant lease renewals and vendor contracts
· Communicated regularly with tenants, contractors, vendors, and the maintenance staff
· Reduced the accounts receivables for each property to 1% of the total rent roll and the operating expenses by 15% while maintaining the same quality of customer service at the properties
Property Manager
1989 – 1993

ABC REAL ESTATE MANAGEMENT, INC.
ABC City State XYZ
· Managed three high-rise buildings (315,000 sq. ft.)
· Prepared annual budgets totaling $4.5 million for all three buildings, year end reconciliations, year end accruals; monitored accounts receivables; approved accounts payables, monthly owners report, U & O Taxes, cash flow analysis, and proformas
· Supervised and coordinated construction projects (capital improvements and tenant fit-up), subcontractors, vendors, and maintenance staff for contract requirements and the daily operational activities
· Negotiated construction and vendor contracts for each building
· Communicated regularly with tenants, contractors, vendors, and maintenance staffs
· Reduced the accounts receivables to 1% of the total rent roll for each building and the operating expenses by 20% while maintaining the same quality of customer service at each property
Staff Accountant/Site Manager
1987 – 1989

XYZ REALTY MANAGEMENT CO., INC.
City XYZ State ABC
· Managed a 200 unit HUD property
· Prepared annual budgets and monthly accounting reports, monitored accounts receivables, and approved accounts payables
· Supervised subcontractors, vendors, and a maintenance staff for the property's contracted requirements and the daily operational activities
· Communicated regularly with tenants, contractors, vendors, and the maintenance staff
EDUCATION


Bachelor of Science, Accounting
August 1986

XYZ University
City XYZ State ABC
ACTIVITIES

· MS Office
· CPM Candidate

· Passed IREM Courses 100, 302, 400

· BOMA Member

· Student Trainer/Administrative Assistant
· Baseball Coach for Mt. Laurel


